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Book Reviews in Italics 





Back to Basics 


The Colon, Oct/38 

The Comma, Jun/Jul/38 

The Semicolon, Aug/Sep/26 
Subject/Verb Agreement, Nov/Dec/30 


Career Development 


Appearance: The Silent Language, Shirley 
Whillhite, May/18 

Losing a Job, Patricia L. Morse, May/6 

Mentoring Secretaries, Carolyn J. Bigbee, 
Mar/12 

Office Politics, Rae Bolnick, Apr/14 

Secretary Today, Manager Tomorrow, Texe 
W. Marrs, Wanda J. Marrs CPS, Apr/31 


Certified Professional Secretary 


Be a Certified Professional Secretary, Feb 
back cover 

Capstone, Oct/25 

CPS Examination—An Educator's View, L. 
Marilyn Stinson PhD, Feb/10 

CPS Seminar, Oct/35 

Institute for Certifying Secretaries, Feb/11 

NASA Lewis Helps Secretaries Chalienge 
CPS, Carole A. Demongeot, Nov/Dec/10 

PS! President Sylvia Cash CPS Records 
Capstone for Visually Impaired, May/12 

Rate Your Future: Become a CPS, Joyce 
Stankiewicz CPS, Apr/12 

Sampling of Questions: CPS Examination, 
May/22 


Communications 


Agenda and Minutes, Meeting Tools, C. B. 
Stiegler PhD, Jan/8 

Office Etiquette: Social Correspondence in 
Business, Mary A. De Vries, Jan/6 

Miss, Mrs., or Ms . . . Which Do You Prefer? 
Jun/Jul/6 

1985 Business Letter Costs $8.52, 

Aug/Sep/13 

Telephone Strategies, C. B. Stiegler PhD, 
Mar/16 

Time to Abolish Assertiveness? Patricia 
Nickerson, Apr/10 

The Tower of Business Babel, May/14 

You Can Write a Winning Report, Feb/25 


Compensation 


Secretarial Salaries From K«zspaper Help 
Wanted Ads, Jan/18 

Comparable Worth: Is It Minus 37%? H. 
Claire Jackson CPS, Feb/12 

Job Evaiuation and Comparable Worth, Peter 
B. Olney Jr., Jun/Jul/24 

1985 Secretarial Salaries, Aug/Sep/6 

1986 Salary Outlook, Nov/Dec/3 


Convention, PSI, Louisville 


Keynote Address, Martha Lane Collins, 
Aug/Sep/18 

Louisville Convention Photos, Aug/Sep/16 

1985 PSI International Convention Agenda, 
Feb/27; Apr/32; May/31 

1986 PS! International Convention, 
Philadelphia, Nov/Dec/35 

Professional Performance . . . A Tradition, 
Sylvia L. Cash CPS, Aug/Sep/14 


Education/Training 


Computer Age Training for Secretaries, Bryna 
Shore Fraser and Harold Goldstein, Oct/12 

Continuing Education: A Necessity for the 
Professional Secretary, Angela T. 
Liberman, Oct/24 

Corporate Classrooms: The Learning 
Business, Shirley Englund, Oct/l! 

Education and Training Essential for Survival 
of the Secretarial Profession, Estelle 
Kochis CPS, Jan/22 

Hospital Secretaries: In-House Training 
Program, Betty Sterrett, Apr/16 

Narrowing the Gap Between Education and 
Employment, Vernie Rennels, Oct/13 

Office Opportunities Model Secondary 
Curriculum, Susan Fenner PhD, Oct/16 

Seefetarial Crunch Coming, Thomas R. 


Seminar Give and Take, Betsy Jeffries, 
Oct/ 19 

Training the Professional Secretary . . . The 
Time Is Now, Susan C. Bauer CPS and 
Carolyn Cuttler, Feb/17 


Future Secretaries Association 


“Hands On” Training of Future Secretaries, 
Apr/20 

Highlights of 1985 FSA Conference, Oct/21 

1985 FSA Conference, Feb/26 

1986 FSA Conference, Oct/21 


Alcohol Abuse and Women in the Work 
Place, Margaret M. Heckler, Aug/Sep/12 

Eating to Relieve Stress, Lin Grensing, 
Aug/Sep/10 

Nutrition for the Prime of Your Life, Annette 
Natow PhD, Jo Ann Heslin MA, Jan/29 

Reduce Stress With Assertive 
Communications, Dixie Cornell RN, Jan/12 


Image 


Accent on Professional Image, Colleen R. 
Lloyd CPS, Mar/10 

Is Executive Perception the Secretary’s Real 
Challenge? Joan G. Bedell CPS and 
Christine Tvrdik Klink, Jan/27 
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1985 


Historical Perspective on Secretarial Image, 
Christine J. Werkman CPS, Apr/22 
Secretaries Decry Survey, Aug/Sep/5 


Let’s Get Rid of Management, Feb/5 
The “One Minute” Style, Kenneth Blanchard 
PhD and Robert Lorber PhD, Jan/30 
“Tough Love”: Next Managerial Trend, 
May/ 21 


Letters to the Editor: Jan/34; Feb/26; Mar/26; 
May/30; Jun/Jul/42; Oct/42 

1985 Annual Index, Nov/Dec/33 

Office Vocabulary From 14th Century to 21st 
Century, Apr/27 

The 100 Best Companies to Work for in 
America, Robert Levering, Milton 
Moskowitz, Michael Katz, Jan/29 

Overseas Gift Giving, Nov/Dec/26 

Tips on Doing Business in the Orient, 
Nov/ Dec/26 

VISTA: Association for Visually impaired 
Secretaries, May/13 

With “Feeling” for the Job, Obstacles Cannot 
be “Seen,” Esther Levegnale CMT, May/12 


Office Automation 


Before Selecting Your Office Computer, 
Marianne Zippi, Mar/20 

Ergonomic Typing Machine, Patrick Potega, 
Oct/3 


Having It All in One Workstation, Mark 
Ludwig, May/2 

Office Technology: Advancing or Retreating? 
Randy J. Goldfield, Bonnie Berman, 
Christopher Rankin, Nov/Dec/5 

Office Technology for the Nontechnical 
Manager, Phyllis Peck and Gilbert Konkel, 
Jan/29 

A Professional Secretary is the “Secret” in 
Business, Mar/2 

The Secretary—A Knowledge Worker, Feb/2 

Women’s Bureau Helps Secretaries and 
Managers Cope With Automation, 
Jun/Jul/3 


Office Procedures/Aids 


The Check and Credit Card Fraud Prevention 
Manual, Publishers Services, Apr/31 

How Plain English Works for Business, 
Government Printing Office, Apr/31 

How to Use the Business Library, H. Webster 
Johnson, Anthony Faria, Ernest Maier, 
Oct/ 33 

The Professional Secretary's Handbook, 
Houghton Mifflin Co., Apr/31 

Publicity and Public Relations Guide for 
Business, Bruce Brough, Feb/25 
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Records Management Storage in the 
Computerized Office, Rella Rizzuti, Oct/37 


Productivity 


Communicating Together—Reduce Work 
Pressures and Increase Productivity, Rae 
Bolnick, Feb/8 

Office Productivity, Technology, and 
Compensation: Panel/News Conference, 


May/8 

Quality Time, Tom Rochester, Feb/25 

Secretarial Council: Path to Growth, Phyllis 
A. Cummings, May/20 

Secretaries and Circles, Kathleen M. Roe, 
Jan/21 

Time Management: Secretaries Use It, Bettye 
Burkhalter PhD, Dana R. Latham, 
Nov/Dec/8 


Products/Services _ 


The Secretary Mart, Feb/21; Feb/25; Apr/25 


Professional Development 


Entrepreneurial Secretary, Rella Rizzuti, 
May/5 

Everybody Wins, Aug/Sep/23 

How Many Is Two? Rex L. Meade, Menrt8 

ireland Seminars, Nov/Dec/24 

Leadership Techniques, Aug/Sep/23 

Management Skills for the Managed, C. R. 
Tindal PhD and Pat Doyle BC MEd, Jan/10 

Parliamentary Law, Aug/Sep/23 

Pet Peeves Sandpaper the Secretary's Work 
Place, Rae Bolnick, Aug/Sep/8 

Positive Self-Talk, Sara Lewis, Feb/16 

Professional Development Starts With You, 
Elliot Kushell PhD and Dorothy Heide PhD, 
Oct/18 

The Professional Secretary at Work, Arlene 
Yerys, Jan/29 

Quality Time, Tom Rochester, Aug/Sep/3 

Survival of the Professional Secretary, 
Aug/ Sep/22 

Techniques for Improving the Quality of Work 
Life, Aug/Sep/22 


Professional Secretanes 
Intemational 
~—_ C. Larue CPS is PSI President-Elect, 


Affiliate Department, Aug/Sep/18 

Carolyn S. Hayes CPS Takes Office as PSI 
President, Aug/Sep/20 

Expanding Our Worid—Together! Carolyn S. 
Hayes CPS, Aug/Sep/21 

1985/6 International Secretary of the Year 
Linda H. Dufty, Aug/Sep/19 

PSI Membership Application Form, Apr/29; 
Aug/Sep/30 

PSI President Syivia L. Cash CPS, Shirley 
Englund, Jun/Jul/8 

Retirement Centers Trust International 
Trustees, Aug/Sep/18 

Secretaries Decry Survey, Aug/Sep/5 

Vista Grande Tour, Nov/Dec/22 


Professional Secretanes Week 


Office Productivity, Technology, and 
Compensation: Panel/News Conference, 


May/8 
Professional Secretaries Week 1985, Apr/2 


Secretanal Profession 


Are Secretaries Professionals? Carlene 
Hamilton CPS, Feb/19 

Composite Secretary, Jan/2 

Good News for Secretaries, Barbara Hurley, 
Apr/8 

Male Secretaries: A New Perspective, Sandy 
Thompson, Apr/26 

Over the Years: Secretarial Pros and Props, 
Lela Odell, Apr/24 

Proud to Be a Secretary, Apr/6 

Secretaries Must Become Corporate 
Entrepreneurs, Anna Mae Moyer CPS, 
Mar/6 

Secretaries Wanted: 1985 Newspaper Help 
Wanted Survey, Kay Fusselman, Jan/3 

Secretaryship: A Global Profession, 
Nov/Dec/ 11 

Survival of the Professional Secretary! 
Excerpts from Call for Papers, Mar/8 


Secretary on the Spot 


Envious of Youth, Jan/33; A Formidable 
Assignment, Apr/30; Losing a Job, Oct/40; 
Losing Confidence, Nov/Dec/27; Not a 
Social Person, Jun/Jul/40; Regaining 
Cooperation, Aug/Sep/28; A Supervisory 
Problem, Mar/24; Wants/Needs Raise, 
Feb/24; We've Always Done It That Way, 
May/28 


Secretary Speakout ’85 


Appreciation to. . . ,Jun/Jul/36 

Consensus, Secretary Speakout ’85, 
Jun/Jul/35 

Further Up the Organization, Robert 
Townsend, Jun/Jul/14 

Job Evaluation and Comparable Worth, Peter 
B. Olney Jr., Jun/Jul/24 

Marketing Ourselves for Success, Joyce 
Stankiewicz CPS, Jun/Jul/33 

Measuring Your Value, Reb Metcalf CPS, 
Jun/Jul/32 


Now ls the Time, Elnor G. Hickman CPS, 
Jun/ Jul/32 

Our Purpose, Syivia Cash CPS, Jun/Jui/12 

Secretary Speakout '85 Agenda, Jan/23; 
Feb/ 13; 

Secretaryship: A Catch-22, Karen G. Clingan 
CPS, Jun/Jul/31 

Survival of the Professional Secretary! 
Jun/Jul/11 

What Are Secretaries Being Taught? Eleanor 
P. Vreeland, Jun/Jul/17 

What Is Actually Happening on the Job? 
Rella Rizzuti, Jun/Jul/18 

What Is In Your Future? William P. 
MacKinnon, Jun/Jul/19 


Speakout Call For Papers 


Accent on Professional Image, Colleen R. 
Lloyd CPS, Mar/10 

Are Secretaries Professionals? Carlene 
Hamilton CPS, Feb/19 

Comparable Worth: Is It Minus 37%? H. 
Claire Jackson CPS, Feb/12 

Education and Training Essential for Survival 
of the Secretarial Profession, Estelle 
Kochis CPS, Jan/22 

Historical Perspective on Secretarial image, 
Christine J. Werkman CPS, Apr/22 

Is Executive Perception the Secretary's Real 
Chailenge? Joan G. Bedell CPS and 
Christine Tyrdik Klink, Jan/27 

Over the Years: Secretarial Pros and Props, 
Lela Odell, Apr/24 

Secretaries Must Become Corporate 
Entrepreneurs, Anna Mae Moyer CPS, 
Mar/6 

Survival of the Professional Secretary! 
Excerpts from Call for Papers, Mar/8 

Training the Professional Secretary . . . Th 
Time Is Now, Susan C. Bauer CPS and 
Carolyn Cuttler, Feb/17 


Word Watching 


Word Watching, Sarah Montoya CPS: Cheers 
and Chastisements, Mar/22; English 
English, Jan/14; For Short, Aug/Sept/24; 
Hippocrates, Hemingway, and Hype, May/ 
11; Kissing Cousins and Total Strangers, 
Feb/22; New and Newish Words, Jun/Jul/ 
37; Perennial Preppie, Oct/36; The 
Reference Shelf, Nov/Dec/29; Righting the 
Wrongs, Apr/28 
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